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CN Claims Application Navigation Tips  

o Click HOME icon    to return to MAIN MENU 

o User Access Group will determine the options to be displayed in the Menus  

Á Child Nutrition Viewer ς View Claims; Print reports 

Á Child Nutrition Claims Entry ς View and Enter claims; Print reports 

Á Child Nutrition Submitter ς View, Enter and Submit claims;  Print reports 

Á Child Nutrition Approver ς View and Approve claims; Print reports  

o Hover over the Sub-Menu Item to view other related options. 

o Print a screenshot ς Right Click/select Print  

o Print Preview a screenshot ς Right Click/select Print Preview 

o Buttons 

Á SEARCH ς  

¶ Retrieves data based on the criteria entered, if not found, the system 

ŘƛǎǇƭŀȅǎ ά!55έ ōǳǘǘƻƴ ǘƻ ŜƴǘŜǊ ŀ ƴŜǿ ǊŜŎƻǊŘ 

¶ Click  the Search button in the Data entry screen for a new search 

Á  icon is use to show First, Previous,Next, or Last record 

Á RESET ς clears all Search criteria fields 

Á SAVE ς saves data in all tabs of the screen (disabled if payments are being 

processed) 

Á DELETE ς deletes data in all tabs of the screen (disabled if payments are being 

processed) 

Á PRINT ς generates and saves PDF to report queue OR displays report on screen 

Á SUBMIT ς Submits Claim for Approval (disabled if payments are being 

processed) 

Á APPROVE ς Approves Claim for processing (disabled if payments are being 

processed) 

 

MAIN MENU 

 
-IƻǾŜǊƛƴƎ ƻǾŜǊ ǘƘŜ ¢ƻǇ wƛƎƘǘ ά[ƻƎƎŜŘ ƛƴέ ŀǊŜŀ ƛŘŜƴǘƛŦƛŜǎ ǘƘŜ ŦƻƭƭƻǿƛƴƎΥ 

¶ User Login Name 

¶ LEA number  

¶ User Role  (i.e District Claims Entry) 
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IF Payments are being processed by Child Nutrition, normally on Friday, users will not be able to sign 

in. The message below is displayed: 

 

 

MONTHLY CLAIMS 

 
 

The Monthly Claims sub-menu consists of the following Options: 

FYR Inquiries   
  Note: School District personnel will have access to assigned LEA information only. 
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  FY Inquiries   

    

  Enter Search Criteria, click SEARCH and select the desired record to view  
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¶ /ƭƛŎƪ ά.ǊŜŀƪŦŀǎǘ [ǳƴŎƘέ ǘŀō ǘƻ ǾƛŜǿ .ǊŜŀƪŦŀǎǘκ[ǳƴŎƘ ƛƴŦƻǊƳŀǘƛƻƴ 
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¶ /ƭƛŎƪ άaƛƭƪ {ƴŀŎƪέ ǘŀō ǘƻ ǾƛŜǿ aƛƭƪκ{ƴŀŎƪ ƛƴŦƻǊƳŀǘƛƻƴ (if data exists) 

¶ /ƭƛŎƪ άtǊƛƴǘέ ōǳǘǘƻƴ ǘƻ ǇǊƛƴǘ ŀƭƭ ƛƴŦƻǊƳŀǘƛƻƴ 

  Claims Status 

  Note: School District personnel will have access to assigned LEA information only. 

 

Enter Search Criteria  

¶ Fiscal Year 

¶ Effective Date 

¶ Status Type 

o Claims Entered -  LEA information is displayed if the Claim has been 

Entered for the desired Fiscal Year and EffectiveDate, but NOT 

Submitted 

 
o Not Entered ς -  LEA information is displayed if the Claim has NOT been 

Entered for the desired Fiscal Year and EffectiveDate 
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o Submitted - -  LEA information is displayed if the Claim has been 

Submitted for the desired Fiscal Year and EffectiveDate 

 

o Approved - -  LEA information is displayed if the Claim has been 

Approved for processing for the desired Fiscal Year and EffectiveDate 

 

o Processed -  LEA information with Payment Date is displayed if the Claim 

has been Processed for the desired Fiscal Year and EffectiveDate 

  Claims Out of Balance 

¶ -  LEA information is displayed if the Claim is Out of Balance (may have following 

issues) 

o Binding errors 

o Negative Closing balance 

o Stop Code/Date indicating claims cannot be paid (found on Monthly 

Claims Screen), contact Child Nutrition 

  Snacks Enrolled  

¶ Enter Search criteria for Fiscal Year  
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 Entry  

     
 

   

Monthly Claims  

While Payments are being processed by Child Nutrition, normally on Friday, users will 

not be able to SAVE, DELETE, SUBMIT or APPROVE a claim.  A user will receive the 

message below and the request will NOT be completed: 

 

Note: School District personnel will have access to assigned LEA information only. 
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Error Code Column indicates the status of the claim 

¶     0 -  Claim has been ENTERED 

¶ 777 ς Claim has been SUBMITTED 

¶ 888 ς Claim has been APPROVED 

¶ 999 ς Claim has been PROCESSED 

   Enter Search Criteria-combination of LEA/FiscalYear/EffectiveDate/SchoolTerm):   

¶ Combination of LEA/FiscalYear/EffectiveDate/SchoolTerm 

¶ If user enters a value in ALL fields, clicks SEARCH and a record is NOT 

found, the ADD button will show in order to create a new Monthly 

Claim record.   
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If Previous Claim was NOT processed (Error Code is not equal to 999), 

the message below is shown: 

 άExisting previous claim has not been processed, claim cannot be addedò  
 

¶ Click tabs to enter data for the following: 

Á Quarterly Information 

Á Financials (USDA Donated Food Inventory amount is required in 

order to SUBMIT a claim) 

Á Breakfast/Lunch  

Á Snack/Milk Enrollment and Snack/Milk Reimbursement 

o Based on the user role, one or More of the buttons below are shown 

 

o Click Save button to save the data entered  

o Error Code is set to 0 

o Clicks ERRORS button to check and display errors received from data 

entry.   

 

Á Errors will be listed at the top of the screen.   

Á Tabs shown in RED indicate errors were found. 
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Á Click on an error message to position the cursor on the field 

that generated the error. 

Á ¢ƘŜ ƴǳƳōŜǊ ƻŦ ŜǊǊƻǊǎ ǿƛƭƭ ōŜ ǎƘƻǿƴ ŀǘ ǘƘŜ ōƻǘǘƻƳΥ  ά9ǊǊƻǊǎέ 

Á Make corrections and repeat clicking the ERRORS button, until 

all are resolved.   

Á /ƭƛŎƪƛƴƎ ǘƘŜ άȄέ ƛƴ ǘƘŜ ǘƻǇ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ŜǊǊƻǊ ƳŜǎǎŀƎŜ ŀǊŜŀ ǿƛƭƭ 

close the error message section 

o Click Help (  ) to display instructions for completing a claim in a 

new tab 

o Click Submit button to submit claim for approval.   

Á If Binding errors exist, the claim will NOT SUBMIT.  (Only District 

Submitter User Groups will be able to submit the claim) 

Á If USDA Donated Food Inventory has not been entered, the message 

ά¦{5! 5ƻƴŀǘŜŘ ŦƻƻŘ ƛƴǾŜƴǘƻǊȅ ƛǎ ƴŜƎŀǘƛǾŜ or zero, Claim can NOT be 

submitted ά  is displayed 

Á Error Code is set to 777 

Á Once SUBMITTED, the claim CANNOT be modified 

o District Approver Users will be prompted to sign-off on the claim  

Á Click Approve button for approval to process the claim.   

¶ If the SUBMITTER and APPROVER are the same user, the 

message below is displayed: 

 

        In order to Approve the claim, the District has 2 options. 

1. Request a change for the APPROVER user and try 
again 

2. If the APPROVER user is correct, 

¶ Assign another user as the SUBMITTER  

¶ Contact Child Nutrition and ask for the claim to 
be RELEASED 

¶ CN TECH or CN ADMIN user has to RELEASE the 
claim 

¶ The NEW SUBMITTER can Submit the claim 

¶ The APPROVER can Approve the claim 
 

Á Approver will be prompted for electronic signature sign-off (the 

paragraph shown is found at the bottom of the Claim Form) 
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- Click NO to cancel approval (returns to Claims screen) 

- Click YES  to approve by electronic signature and a  

άSuccessfully approvedέ message is displayed 

 
(Claim can be printed showing signature sign-off. Any 

processed claims prior to the signature sign-off 

requirement will show the Superintendent as the 

Approver)    

Á Error Code is set to 888 

Á If Payments are being processed,  the message below is 

displayed and the claim will NOT be Approved 

 
o NOTE:  

Á SUBMIT and APPROVE creates a claim tracking record with a 

time stamp, therefore, the records cannot have the same time 

(i.e. 8:15am and 8:16am will suffice) 

Á Contact the Child Nutrition (CN) if changes to a claim need to be 

done for a SUBMITTED claim. The CN TECH user can RELEASE 

the SUBMITTED claim in order for the user to make changes. 








